Natchitoches Arts Center Rules and Regulations:

Building use:

The Natchitoches Arts Center will primarily be used by the City of Natchitoches for city meetings and functions (i.e. City Council, Planning and Zoning, Historic District Commission, etc.). The building will also be available for community use for such regular meetings of: Sons of Confederate Veterans, Genealogy Club, Tourist Commission, Relay for Life, Humane Society, etc. 
All uses must be approved by the Natchitoches Main Street Manager. All bookings in the Arts Center should be made at least one week prior to the event through the Main Street Office.

An Arts Center calendar will be given to Stanley Ferguson (Maintenance) and Juanita Fowler (Planning and Zoning) once a month to coordinate activities. The Planning and Zoning Office is now located in the Arts Center and it is important to inform this office of activities taking place in the building. 
City Council meetings are occasionally rescheduled due to holidays and special issues. If necessary, your meeting may need to be rescheduled to accommodate these dates. 

Prohibited uses:

The Arts Center will NOT be used for social functions including wedding receptions, showers, private parties, etc. unless prior approval is received from the Mayor.

General care and set up of the building:

· The City of Natchitoches will be responsible for the set up of all City functions in the Arts Center (i.e. City Council, HDC, Planning and Zoning, etc.). 

· The building will remain set for City Council on a regular basis. If a non-City group needs to use the facility, it will be their responsibility to set up the building and then return it to its original set up. NOTE: If a group is to change the set up of the building, they must receive prior approval from the Main Street Office.

· Coffee will not be provided unless specifically requested by the organization.

· If you are to have food in the building, you MUST have it approved by the Main Street Office in advance.

Our responsibility:

· Take out the trash once a day.

· Clean the bathrooms daily, fill soap dispenser and hand towels.

· Vacuum and sweep the floors.

Your responsibility:

· All trash (including loose papers, cups, napkins, etc.) is to be thrown away.
· Bag all trash neatly (bags are provided in the building).

· Place trash bags outside the back of the building in proper receptacles. 
· Take care to not spill liquids on the floor. In the event a spill occurs, please make an effort to quickly wipe it up to avoid staining.

· No large debris is to be placed outside, which includes wood and other large materials.

· Unless specific permission is granted, the upstairs portion of the Arts Center is off limits.

· Lock all doors after use, especially the back door.

· It is your responsibility to make sure all representatives from your organization understand the rules and regulations. If one person is booking the building but someone else is coordinating the meeting, event, etc., they too are responsible for knowing the rules, regulations and responsibilities of renting the facility.  

Others rules and regulations:

· Do NOT use any supplies found in the Arts Center without prior approval.

· It is your responsibility to obtain a key to the building if your event will occur after normal business hours. The key can be picked up at the Main Street Office during normal business hours, M-F. 

· Unless other arrangements are made, the Arts Center key must be returned to the Main Street Office upon completion of the event. If your organization is holding an after hours event, the key must be returned the next morning to the Main Street Office. 
· Do NOT rinse paint brushes or other materials in the bathroom or kitchen sinks – please use the outdoor water source for such activities.

· Do NOT use paint in the main room unless prior approval has been granted by Main Street staff.

· Do NOT use the sound or lighting equipment unless prior approval has been granted by Main Street staff.

Failure by any group to follow these regulations will result in their inability to use the Natchitoches Arts Center for future events and functions.

For more information or to reserve the Natchitoches Arts Center, please contact: 

Leslie Smith, Main Street Manager

Natchitoches City Hall 

700 Second Street Natchitoches, LA 71457

 (318) 352-2746 or toll free 1-866-941-MAIN (6246)
lsmith@ci.natchitoches.la.us 

